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Atlanta, Georgia 30334 

ESTABLISH DISPOSITION STANDARD; 
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  

DISPOSE OF PRESENT A C C U M U L A T I O N ;  

1970 t o  Date SMP SALES AND RELEASES FILES I 
O. m a t  i s  the  function of the of f ice  i n  which t h i s  record series is created? 

Agency Comon Standards -- These standards apply only t o  the Department of Agriculture. 
They axe possible because more than one of f ice  of t h i s  agency creates f i l e s  i n  the same 
record series, but fo r  d i f fe ren t  geographic areas,  d i f fe ren t  products or fo r  d i f f e ren t  
services within the overal l  functional resportsibil l t ies of t h i s  Department. 

THIS IS  A DEPARTMENT OF AGRICULRIRE AGENCY WIDE "COMMON STANDARD". - 
A 
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1 . This f i l e  contains the following documents (include form numbers and titles, if any, 
and f i l e  arrangement) .~ 

Documents re la t ing  t o  "withhold from sale and release ordersnon seed, f e r t i l i z e r ,  
dairy products, meats, pest ic ides ,  feed, and any other product, commodity, e t c  which 
is regulated by the Department. , ~ . .  

lncluded are: Withhold from Sale Order (No No.) which iden t i f i e s  the dealer and s 
~ . .  the reason for stop sale;  

or dispose of. the product o r : , w m d i t y .  
Release Order .(No No;)~which ahthorizes the  dealer 0.r f i r m  t o  s e l l  

Correspondence re la t ing   to the  withhold from sale order. 

. .~ 



13. Is t h i s  t he  Record Copy of t he  ser ies?  

14. Is there  a duplication of t h i s  s e r i e s  i n  another of f ice  o r  agency? 

15. Is the information containetl i n  t h i s  se r ies  ever summarized or  published? 

16. Does the ser ies  contain c lass i f ied  information requiring securi ty  handling? 

17. Does the se r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

19. Is the  ser ies  ( o r  major portion of it) regularly microfilmed? If yes, why? 

20. k e s  the record se r i e s  provide data as input t o  an EDP f i l e ?  

21. Does the record ser ies   contain^ documentation produced as EDP printout? 

- - . . .  . ,  

Attach copy of summary or  publication. 

. .  

~ ~~ 
~~ ~~ ~~~~ 

22. Has the Federal Government issued instructions governing the retention/dispo- 
~~ s i t i o n  of these  files? ~, 

23. W i l l  there  br+ a need for  these i-ecords 10,~15 years from now? I f y e s .  what? - .  
~~. ~~ .~ 

24. REQUIREMNTS.  The following requires the f i l e s  t o  b e  k e p t 2 1  years : 
.~ & 

a.[ ]STATE b.[]STATUI'E OF c.[]kliDIT d.[]FEDEPAL e.[]AB?INISTRATIVE f.[]HISMRICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  or gther reason f l )r  the re ten t ion  requirement) 

25. AGENCY RECOf#EKDATIONS. This agency recornends that  the f i l e  se r ies  be cut off a t  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER see below ,then : 

[ 1 Hold i n  the current f i l e s  area month(s)/ year (s ) :  
[ 1 Transfer t o  [ 1 S ta te  Records Center [ 1~ Local~Holding Area; hold yeads) :  - 

~ ~~ 
. . .  I 1 Destrov. . . -  

[ 1 Transfer t o  State  Archives for  permanent retention. 
[ I Destroy immediately a f t e r  cut-off. 

~' g. [ X I  Other: (Specify) .~~ . .  

Hold withhold from s a l e  order i n  folder  with any .corresponden I n  the act ive f i l e s  
u n t i l  the "withhold" .is withdrawn; then ,  withdraw folder from the act ive f i l e s  and 
place the  fo lder  -&I the inactive files. 
each calendar year,  h d d  i n  'current f i l e s  a r e a  1 y e q ;  +en,  destroy.^ 

Cut off the; inact ive f i l e s  a t  the end of 

,._ ~ ~. . .. . - .  ~. ~ 

I Indicate  b r i e f l y  ra t ionale  for r e c o m n d a t i o n s  above/or write addi t ional  r e m a r k s ) :  


